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4 February 1986

MEMORANDUM FOR:  (t(f greupc /“""";"‘ y DPw, Djer, Clas /iy
STAT FROM: |

‘O/D/OIT

SUBJECT: 0IT Secretarial Training Requirements

The secretary to the EXDIR has asked me to solicit input from you
concerning what training you think should be required of secretaries in OIT.
The types of skills to be considered are: basic (typing, shorthand, etc.);
technical (automation--word processors, computers, etc.); management
(correspondence, conferencing, etc.); and executive development.

She suggested you consider such questions as the following:
What types of skills do your new EODs have and what do they need?
Evaluate your secretaries. What type of training and skills are
lacking? What training would you like them to have such as
computer, grammar, editing/proofing, supervisory, inter-personal
skills, protocol (office etiquette, telephones), etc.
In what priority do you want them to take the training?
This information will be given to the Secretarial Task Force for their
use in establishing the training requirements for advancement within the new
secretarial career service.

Please send me your input by COB, 12 February. Thank you.

STAT
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ROUTING AND RECORD SHEET

SUBJECT: (Optional) L. .
Training Requirements

25X1 FROM.: [ exrensioN | No.
25X1 0/D/CO
25X1 DATE
30 January 1986
TO: (Ofcer designation, room ber, ond DATE :
building) OFFICER'S | COMMENTS (Number each ¢ ent to show from whom
RECEIVED | FORWARDED INITIALS o whom. Orow g iine ocross column after each comment.)
. . Nancy
0/D/0IT
2D00 HQS Nancy,

Per our conversation, attached
are the notes from the 21 Jan.
3. meeting with the EXDIR's secretary
and the description of the New
4 Secretarial Pay Plan Level Train-

P -~ | ing Requirements.
Please solicit input from

3. the OIT managers and secretaries.
I would appreciate receiving

6. OIT's input by 17 February
Thanks.,

7.

25X1

8.

9.

10.

n.

12.

13.

14.

15.

s 610 “hmeR
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The Secretary to the Executive Director, Sharon, chaired a
meeting on 21 January to provide feedback on the status of the
new secretarial pay plan and to request assistance from the
attendees in obtaining informatisn From the Directorates/Offices
rEE?EEEETEH‘TEEE?HTEﬁgz;éining requirements. Two representatives
3 eac i as we S one representative from the

Office of General Counsel and one from the IG Staff were in
attendance.

UPDATE

The pay plan is on schedule. Official approval is being
sought by spring. Congress has not been approached as of yet
regarding the plan. (We are waiting for the right moment.)
Congress' formal approval is not necessary to enact the pay
plan. Once the plan is approved in late spring or early summer,
it will take approximately 90 days to implement.

The consultants, thus far, are in basic agreement with the
plan. They have made a few suggestions regarding the pay scale.
These include capping the pay scale at $34,000 vice $37,000 and
the steps in Levels II, III and IV would occur annually vice
biannually. The consultants felt the salaries at the entry level
were not competitive and we were being a bit generous on the
higher end.

The consultants next step is to take a look at the level
conversions. They plan to take a sampling of positions, review
the position descriptions and interview the incumbents. Levels I
and II will be converted at the Office level. Levels IIT and IV
will be done at the Directorate level. PMCD will serve in an
advisory capacity. T

The composition and duties of the Executive Secretarial Board
were discussed briefly. The Board's membership is envisioned to
be composed of a representative from each Directorate and a
chairman. Each Directorate will be solicited for candidates to
serve on the Board.

TRAINING

The consultants will be looking at OTE's training program.

OTE will be responsible for developing the curriculum for the
pay plan. (Board will also play a part.) ' has been
named chief of the OTE branch that will be responsible for
developing/implementing the secretarial training program.

ADMINISTRATIVE-INTERN ONLY
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The types of skills that need to be looked at are: basic
(typing, shorthand, etc), technical (automation--word processors,
Delta Data, etc.), management (correspondence, conferencing,
etc.), and executive development.

Attendees were requested to gather information as to what our
respective Directorates think is required in regards to training.

The following statements may give you an insight as to what
types of things that need to be considered in recognizing your
training requirements.

- What types of skills do your new EODs possess?
And, what do they need?

- Evaluate the employees you have. -What types of
training/skills do they need. -

- Identify the types of courses that your employees need.
What order should they be taken?

- What courses are mobile? What and how do we take courses
to the field. ’

~—
[}

- How do we implement the training? o
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ATTACHVINT A

DEFINITION OF FOUR SECRETARIAL LEVELS

-t LEVEL 1
SECRETARIAL TRAINEL

NTURE OF WORK: Work requires basic secretarial skills and knowledge of basic
or comwnly used rules, procedures, and office operations. Duties include
routine typing, receptionist, correspondence control, and filing services for
tne office. Tne incumbent learns Agency-unique formats, the Ajency recora
systems, and any word or data processing systems used in the office assigneg.
Tne incutbent is indoctrinated into the culture of an intelligence organization
axd learns the practices and principles of Security and compartmentation.
w.1le the work at this level normally has little impact ostside the, immeaiate
office, the incumbent is familiarized with the mission and functions of the
office and how it fits into the larger organization.

TRAINING REQUIREMENTS: Waile in Level 1, secretaries are expected, as a
condition of advanceient, to have completed tne following OTL Level I requirec
C2arses and, as availadbility permits, sdte of the recommEni=d courses. _
“Coponent career pancls nave responsinility for monitorins secrezarial training
ajainst requirements and space availability.

Required Courses:
® Agency Orientation & Office Proceaures
(classroom training, 3 days, full-time)
® Correspondence Techniques
(classroam, 3 days, to be developed)
° Grarar Reviaw
seli-study, to D= aevelopel;
Wora Processing )
(classroon wraining, 3 davs, full-tims or sslf-staay;

-]

Recormended Coarsas:
¢ Proofreading
(classroom, 4 dave, part-time or s=lf-study)
¢ Oifice Orientation
(classroon. or vigsotape;
° VM or Computer training
(classroom, self-study, or test)

QUALIFICATIONS: To be placed in Level I, tne secretary mus: pass the Agency
T:Ping Test, tne Standard Employment Test (SET), ancé must have a high school
diploma or equivalent (e.g. GED).

Note: Tne overseas training regquirements are not addressed in this draft.
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Advancement to Level 1I: Requires completion of required courses for Level
1 and normally two years of Agency secretarial experience. Time-in-grade
guidelines may be waived by the Head of the Career Service for exceptional
performance. Each Directorate and the E Career Service can specify the type
and rarnge of experience required.

A career service panel will evaluate and rank secretaries, forwarding
advancement recommendations to the Head of the Career Service for approval.
The Director of Personnel advises on advancement policy, approves
advancement personnel actions, and ensures compliance with regulations. The
career service panel will also forward secretarial performance award
recommendations to the Head of the Career Service for approval.

Entrance on duty into Level II requires passing the Agency typing and
SET tests and having five years of relevant experience in the private
sector. At least two years of full time (or part time equivalent) related
vocational and/or college course work can substitute for the experience
criterion (see Agency Secretarial Hiring Guidelines, dated September 1985).

The following are examples of experience ré;;uitmnts to be obtained in
Level I:

Basic understanding of the organization of the Agerncy and
. familiarization with names of key officials.

Must demonstrate an understanding of basic security requirements of
working in an intelligence organization, for example:

° Proper use of black, red, and secure lines, and how to handle
cover calls

© Familiarization with classification guidelines (the handbook,

25X 1 handling and mailing classified material, especially S| |

° Proper disposal of classified trash
® Opening, monitoring, and securing safes, vaults, typewriters,
and other office equipment

° Monitoring visitors, including char force, maintenance personnel
foreign liaison personnel

Must demonstrate an understanding of basic compartmentation requirements
of the Agency, for example:

° A general understanding of source and methods (need-to-know
principle and what should not be discussed outside the office)

® Understanding of document and file control procedures

° Understanding of the principle to deny release of information
to an unknown person, either on the telephone or in person

Must demonstrate an understanding of Agency secretarial procedures, for
example:

° Understanding of correspondence formats and dissemination procedures
° Understanding of office filing system

° Telephone message procedures
° Appointment calendar procedures

2

CYNFTNENTTATL.
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LEVEL 11
SECRETARY

Nature of Work: Work requires knowleage of an extencive pody of fules,
procedures, and office operations. Work may require knowleage of the
organizatior, mission, and key players of other offices. The secretary, in
addition to Level I work, establishes and maintains filing and suspense
systems; drafts routine and recurring statistical/information reports;
arranges routine travel and meetings; maintlins the sJpervisor's calendar;
reviews outgoing corresponsence for format and accuracy; relays information
from the supervisor to his/her subordinates and helps set priorities by
organizing the supervisor's mail, telephone calls, and visitors. The work of
Level 1I requires an understanding of office responsinilities within the
Directorate and usually a general knowledge of the discipline (e.g. Personnel,
Geography, Area-specific Analysis, Security, Logistics, Operations). 1In this
operational context, the secretary must be able to prioritize tasks, plan
work, and handle interruptions without disruption to tne overall functioning
of the office. The secretary at level II helps in the orientation and
acculturation of nes secretaries.

Training Reguirements: To be eligible for advancenent, must have completed
the followin: reciires coursez an3 20 hours of recamenazes training wnile in
-Level 11. Comxnent carcer panels have the responsinility of monitoring
secretarial training against requirements and space availability.

Required Course: -

® Professional Office Protocol
(classroor, to be Geveloped)

° Directorate Orientation

(classroon. , 1-2 days, part-time)

CIA Orientation Courses

(Caizssrozn, 2 auys foll-toime:

Roie of Secretary in Automatzed Offics

(Ciassroon, 1 dzy, full-tims;

Tims Manazzment

(ciassross, Z dz;z, full-time;

Stress Maragement

(ciassroon, 2z days, full-tims)

® Essentials of Writin:
(ciassroor 5 dzvs, full-tims, to be Gevelopad.

Recommended Courses:
° Shorthang*
(classroos, 10 weeks, part-time; or self-study)

* Shorthand, although not a specific requirement for promotion, is still
required in many secretarial positions. Tnerefore, to be competitive for
these positions secretaries should consider taking shorthang.

3
Declassified in Part - Sanitized Copy Approved for Release 2012/08/20 : CIA-RDP90G00993R000300020004-8



- Declassified in Part - Sanitized Copy Approved for Release 2012/08/20 : CIA-RDP90G00993R000300020004-8

25X1

Recommended courses, continued:

® Geography (component specific)
(classroom or self-ctudy/videotape)

°* Employee Developrent Course
(classroam, 3 days full-time)

® Wordprocessing ¢ Computer Training, as applicable
(classroom) -

® Language Training (as appropriate)
(classroom, self-study, or test)

® Proofreading Course
(classroom, 4 days, part-time or self-stugy)

hdvancement to Level I11I: Requires campletion of the requirea training at
Level I1 and normally tnree years experience at Level 1I. Time-1in-gradge
giidelines may be waived by the Head of tne Career Service for exceptional
piricrmance. Each Direstorate and the E Career Service ca. specify tne type

a. range of experience regiired. For exatple, a comoination of headguarters
ans fiela assignments, szaff ana line positions, and exposdre to more tnhan one
corPonent or unit &y be reguired vy a Directorate for asvancenent to Level 111.

A level II Secretary sno.ld nave demonstrated an ability to manage the
s:pervisor's appointments; to concletely anc efficiently coordinate messages,
w=zllnzgs, ana office rouzinzz; to Glve guidance to more Junior secretaries on
forrats, work managemsnt, ana office technigues; ana to accomplish most aspects
of the job independently, asking for guidance only in unique or first-of-a-
kind situations. The secretary at this level should have a good grasp of the
bireaucratic structure ang operations of the immediate office and how it '
relates to other components. Knowledge of major operations, key foreign
political and liaison service figures, and the operating environment and
stations supported by the component 1s an important factor in the quality of
$4700rt the secretary is atle to p-ovide.

Car&sr service pans. will evaliuzte ans raww secretaries, forwariing

SERNU IECOTEndations to wthe head of tne Career Service for approva..

-rrs DLrector of Personnel advises on advancement policy, aporoves advansemeat
sonnel actions, and ensores CoToi13nCe with 10 career sarvice

P22 will als> forwaré secretarial performance award recosmendations to the

Azzl of the Career Service for époroval,

Entrance on duty intc lLevel II: rageires a minimsm six years relevant
€xpirience in tne private s=ctor, tnre: of which MUST have been ir a senior
execytive secretarial-level position, and passing tne Agency typing and SET
tests. At least four years of full time (or part time eguivalent) in
Secretarial Science or a relates field may be substituted for the experience
reziirement. Four years of noarelated vocational or college course work can
saostitute for all but two years of the experience criterion (see Agency
SeCretarial Hiring Guidelines, dated Septemoer 1985, Attacnment B). Hiring
into Level III requires approval of the Heaa of the Career Service.

4
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LEVEL 111
SENIOR SECRETARY

Nature of Work: Work at Level 111 ic significantly more complex than Level I1
because of the integration of work elements from within Agency components and
requires a working knowledge of the Agency's organizational structure,
principle managers, practices, policies, and programs. Knowledge of other
organizations also is frequently required, e.g., Department of State, foreign
liaison services, Federal Bureau of Investigation, President's Foreign
Intelligence Advisory Board, Intelligence Oversight Board, or other
Intelligence Community agencies. The secretary's work at this level clearly
impacts on other components, and contacts maintained in the other components
are at a higher level than those of the Secretaries and Secretary Trainees.
Secretaries in Level III usually have supervisory responsibility for. other
clerical staff members. Duties at Level III may include assembling background
inforration for the supervisor; attending meetings and preparing a recorG of
the proceedings; drafting regular and recurriny statistical/information
reports; arranjing travel and conferences involving multiple participants
anq/or overseas itineraries; screening the supervisor's mail and assigning to
other officers items which require preliminary work before being brougnt to
the attention of the supervisor; initiating action on priority items wnen the
supervisor is not availasle; and sapervising and revie~ing the work of
subordinate secretaries and clerical emloyees, including having inpit to
their Performance Appraisal Reports, as appropriate. The se i

work increases significan at thie Jeusl and mauv i 2

25X1
25X1

- * T BN =l -ig emme = & ar e
above. Secretary may be required to
memoranda, responses, and cables:

A0S

- 8ly essential at Level IIT and
apply writing skills in the drafting of

Tre:ning xecoirements: To oe eligiolie for advansznen, ssCretaries most nave
Coplietes tne followins reguired coarses plus 120 nours of Level III ersinin:.
Directoraze career panels nave the responsicility of certifying supstitute
CoJdrse work using curriculun gaidelines (to pe dzawn uz jointly by tne Office
oI Personnel, the Executive Secretary Board, and tne Ofice of Training).

Reguired Courses:
® Effective Oral Pressntation
(classroam, 4 days, full-time)
° Getting Your Ideas Across
(classroam, 2 days, full-time)
° S isory Skills for Secretaries
25X1 E:Zlassrwn, 5 days, full-time)
‘ ° ement Skills for Secretaries
(classroam, 3 days, full-time)

Recommended Courses:
® women in the Work Force
(classroom, 3 days, full-time)
° rship Styles & Behavior
25X1 classroom, 5 days, full-time)
° Advanced Writing Course ,
(classroom, 6 days, part-time)

e
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Recommendcd courses, continued:
® Management Developmcnt Course
(classroot, 5 days, full-time)
® Professional Woman's Coursc
(classroom, 5 days, full time)
° Psychological Self-Assessment (Looking Glacc)
° Area Familiarization Courses
® Level II courses not yet taken

Advancement to Level IV: Reguires five years Agency secretarial experience at
Level 111 and successful completion of OTE training requirements. Time-in-
grade guidelines may be waived by the Head of the Career Service for
exceptional performance. Career services can specify the type and range of
experience required. For example, a comoination of heajguarters and field
assignments, staff and line positions, and exposure to more than one component
or unit may be reguires by a Directorate for agvancenent to Level IV,

Advancement to Level IV is by Directorate or E Career Service nominatior.
Ti.e Directorate career service panel will evaluate ané rank annually those
€lizible secretaries, nominating candidates for asvancement to to the Heas cf
the Career Sarvice who will approve within the Level IV position and personnel
ceiling constraints. The career service panel will alsc forward to the Heas
;&I the Career Service for aporoval secretarial performance award recoTsnd-
ations. The Director of Personnel aivises on asvanc ~Ent policy, approves
advancement personnel actions, and ensures compliance with regulations.

Level IIl candidates must have demonstrated a stron? working knowledse of -
all hgency correspondence formats, the Agency records systerm, travel ani
accounting systems, the organization structure and functions, principle
managers, and nave engaged in increasingly more substantive tasking in tne
field. The Level IIT Secretary must understand the protocol, sources an3
72038, and prlitical iTplizztions of insermzl zec €xisInal oontagiz., T
initiative, atility to analyvzs sitsstions ansd de-ids or. & coarse of actich,
ans interpersonzl srills are critical.

Exzles of reguires s«ills and suoceszéul periormanczs include:
¢ Understanding of the organization, principle managsrs,
practices, policies, ans progra=s

Knowledg2 of otner orcznizztions:

€.G., Department of Szate, FEI, domestic ani

foreign organizacions;

Demonstration of supervissry capadbility

Understanding of statutes, policies § regulations
Demonstration of strong organization and office

management and expeditinc skills

6
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LEVEL IV
EXECUTIVE SECRETARY

Nature of Work: In addition to the duties of Level 111, level IV work is
characterited by the substantive tasking of a secretarial office manager who
typically coordinates the integration of work flow from many different
camponents and often from inter-agency working groups. The skills and
knowledge required to perform effectively require a thorough understanding of
the statutes, mandates, philosopny, regulations, and policy under which the
Agency functions in the Intelligence Cormunity. Work often requires regular
contact with counterparts and officials in otner Agencies to coordinate
conferences, tasking deailines, and liaison for the manager the secretary
supports. The scope and effect of the manager's responsibilities impact on an
Agency-wide or national level such that discretion and sophistication are
required of the secretary in performing the work. Work requires a thorough
workinz knowledge of the Asency, the ranager's primary views and policies, ang
principle managers and secretaries in the Intelligence Commanity. 7The Level
IV Secretary organizes and directs the day-to-day activities of the office,

restracturing the work activities of subordinates to better accomplish program
goals when necessary.

Secretaries performing Level IV work have the ranazement skills and
"knowleidze of the organizatior to be asle to fulfill surge requiremants
throughout the Agency. Work at this level may require short or long term
rotational assignments to meet crisis requirements when world events require
an immediate Agency intelligence fesponse or to support National Security
Council tasking (e.g., secretarial support tc the Arms Control Intelligence
Staff). During these situations, the Secretary expedites and oversees tasking
deadlines of the office, coordinates with otner comonents who must respond to
cable traffic (e.g., personnel, Security on travel arrangements of officials),
an3 supervises the typing, record keeping, and tasuing of subordinate

Selretaries, clierk tyristE, aicinistracive &3I.8antE, O JLner sipoort
OCCJzétions. Assignments at fnis level may reJiire secretarial coverage in

olflce: whsre the principie secretary is in training, on. leave, away on TOY,
Or is otherwise not availanle to perform the job. &t times, the work may
regaire TUY trips in advance of tne manzger's TOY travel or independent of the
manager in support of Agency tasking reguire-ents.

Traininc Recuirenents: Wiile in Level IV, sacretaries are eligibie to take
the Level IV courses listed bziow (some of t-= courses &re Dy Directorate
namination). Directorate career panels have tae responsizility for monitoring
Executive Secretarial training.

Recommended Courses:

® Mid-Career for Secretaries
(classroom, to be developed)

® Program on (Yeative Management
(classroom, 5 1/2 days, full-time)

° Management Skills for Secretaries

25X1 classroom, 3 days, full-time)

° Management Development Course

(classroom, 5 days, full-time)

7
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